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Absent but Not Accounted For (Last Page), 
F 80 

Adams, Dorothy: The Tec-Sec, $ 64, D 57, F 70, 
Ap 58, My 42 


ADVANCEMENT (see: Schmidt; Training) 
The Apostrophe (Ready Reference), My 35 


APPLICATIONS AND INTERVIEWS (see also: 
Job Hunting) 
Easy Does It with Tests, $ 30 
Impressions . . . First and Lasting, $ 31 
Pull Out o Plum, Ap 27 
Architectural Terms, N 51 
The Art of Anticipation, Je 41 
Art Terms, Ap 43 
Ask the Experts (a monthly feature except D) 
Atomic Energy Terms, O 43 


AWARDS (see also: OGA) 
Awards, Awards, Awards, O 40 
OGA Copy (a monthly feature) 
Typewriting Speed Tests (a monthly feature) 
Typing Production Tests (a monthly feature) 

Awards, Awards, Awards, O 40 

Baicom, Lois: Is Civil Service for You? Ap 30, 
My 36 

Bank Accounts, Mr 35 

Beaudry, Yvonne: Practice Mokes Pictures, Ja 
28 

Beautiful Hair, O 35 


BEAUTY (see: Grooming) 

Beier, A.: Marketing Terms, Mr 45 

The Bells Are Ringing (Last Page), Je 74 
The Big Job Hunt, $ 28 


BOOKS AND BOOK REVIEWS 
Bookshelf, $ 79, O 16, N 24, Mr 57, My 67, 
Je 24 
Current Aids and References (Tec-Sec), Je 
66 
Reference Books (Medical Diary), O 57 
Borg, Donald G. (editor-publisher): For the 
Record, Ap 23 


BOSSES 
The Boss Hos His Day (Last Page), O 74 
Say, Look Him Over, Ap 27 
Secretarial Image: Four Reflections, N 27 

Bredow, Miriam: Medical Diary (a monthly 
feature) 

Bullock, Janet (secretary): Secretarial Image: 
Four Reflections, N 27 

Business Shapes Up (Lost Page), Mr 74 

Buttonweiser, Bea: Data Processing Terms, My 
45, Je 47 

Call to Order, Je 34 

Care About Your Commas (Ready Reference), 
N 41 

Carson, Johnny (TV personality): Johnny 
Carson's Biggest Fan, O 25 

CAREERS (see: Jobs) 

Centennial Canada: Coast to Coast Party, F 23 

Change Your View, $ 25 

The Changing Role of the Working Wife (Mrs. 
Secretory), O 30 


CHARM (see: Grooming) 

Chase, Sve: The Impossible Dream? F 38; Is 
Civil Service for You? Ap 30, My 36; It's in 
the Bag, F 45; Woke Up, Bright Eyes, My 
34; Wonted: 10 Beautiful Working Nails, 
Ap 34; The Working Girl's Mother Goose, 
Je 32 


CIVIL SERVICE: Is Civil Service for You? Ap 
30, My 36 

Closeup: The Jobholders, F 33 

Closeup: The Jobs, F 32 

Coffin, Kenneth B.: On the Side of the Law, 
S$ 68, O 55, N 65, D 56 

Conquer Costly Copy Breaks, Ja 32 


CONVENTIONS 
Call to Order, Je 34 
NSA at Big D, $ 21 
Correction, Correction, Correction, N 34 


CORRESPONDENCE (see also: English; Let- 
ters) 


Ask the Experts (a monthly feature except 
D) 


Here Comes Mr. Zip, O 28 
A Little Extra Care (Think It Out!), O 38 
The Mail Must Go Through (Think It Out!), 
Ap 38 
Signed, Sealed, and Delivered? Ja 66 
Telegrams and Telegraphic Services (Ready 
Reference), D 38 
Zip Code Map, O 29 
Credit and How to Get It, Mr 36 
Data Processing Terms, My 45, Je 47 
Day-Care Centers Needed (Mrs. Secretory), 
Je 23 
Depuy, Kathleen Nord: Correction, Correction, 
Correction, N 34 
Dilworth, Cathy: Word Teasers (a monthly 
feature) 
Easy Does It with Tests, $ 30 
Economics Terms, $ 47 


EDITOR'S NOTE: A Token of Friendship, Ap 21; 
Getting to Know You, My 23; June Resolu- 
tions, Je 13 


EDUCATION (see: Training) 


EDUCATIONAL SECRETARIES 
Introducing the Ed-Sec, Je 71 
Secretary for Six-Year-Olds, Je 37 


ENGLISH 

Adjectives and Adverbs, My 18 

The Apostrophe (Ready Reference), My 35 

Ask the Experts (a monthly feature except 
D) 

Capitalization, $ 12 

Care About Your Commas (Ready Reference), 
N 41 

Confusing Verbs, O 14 

Glossary and Vocabulary Booster, $ 74, 
© 67, N 74, Ap 52, My 59 

Homonyms (Ready Reference), $ 43 

Hyphenated Compound Words 
F 70 

Noun Exercises, Je 20 

Numbers Count (Ready Reference), Ja 31 

Piural Nouns, N 14 

The Possessive Case, Ja 12 

Prepositional Idioms, Mr 14 

Punctuation: The Colon, F 16 

Quotation Marks, Ap 12 

Verb Tenses, D 10 

When Is a Word Not a Word? (Ready 
Reference), F 40, Ap 32 

Word Teasers (a monthly feature) 


(Tec-Sec), 


EQUIPMENT 
Conquer Costly Copy Breaks, Ja 32 
On File, Ap 28 
Product Points, O 10, N 17, D 16, F 62, 
Mr 21, My 17, Je 16 
Every Day Is Ladies Day at the Ball Park, 
Je 29 


The Executive Approach (Mrs. Secretory), Ja 


EXPENSE ACCOUNTS: Put It on the Tab (Ready 
Reference), My 32 
Expo 67: Fairest of Them All, F 28 


FASHION 
Fashion Fare at Eaton's, F 36 
Foul and Fair Wear, Ap 36 
Look What's Happening to Sweaters, O 36 
Off to the Best Start, $ 35 
Sewing up the Budget, Mr 38 
Shades of Fashion, My 32 
Southwest Winter Wardrobe, N 46 
Time Out, Time In, Ja 36 
The Uncrushaobles, Je 42 
With Visions of Sugarplums, D 32 
Fashion Fare at Eaton's, F 36 
15+ Prerequisites to Success, $ 44 
Filed but Not Forgotten (Think It Outl), My 
31 


FILING 

Filed but Not Forgotten, My 31 

On File, Ap 28 
Finding Your Apartment, S$ 34 
Flaishan, Ann: Economics Terms, $ 47 
Flatley, Maureen: Say, Look Him Over, Ap 27 
For the Record, Ap 23 
Foul and Fair Wear, Ap 36 


Fragrance from Roman Bath te Steno Pool, 
N 45 


FRINGE BENEFITS: Money Pius, Mr 29 

From Our In Box (a monthly feature) 

Geology Terms, F 53 

Getting Acquainted, $ 32 

A Gift of Time, Ap 33 

Glossary and Vocabulary Booster, $ 74, O 67, 
N 74, Ap 52, My 59 

Gregg Shorthand Puzzle, N 68, Mr 62, Ap 64 


GROOMING 
Beautiful Hair, O 35 
Business Shapes Up, Mr 74 
Fragrance from Roman Bath to Steno Pool, 
N 45 
How to Succeed in Surviving the Season 
Beautifully, D 33 
It's in the Bag, F 45 
The Natural Look from Nine to Five, $ 42 
Outwit Winter Winds, Ja 37 
Spread Yourself Thinner, Je 38 
Wake Up Bright Eyes, My 34 
Wanted: 10 Beautiful Working Nails, Ap 34 
Hous, Drew A.: Architectural, Terms, N 51 
Heard but Not Listened To (Last Page), F 80 
Here Comes Mr. Zip, O 28 
Homonyms (Ready Reference), $ 43 
How to Succeed in Surviving the Season 
Beautifully, D 33 
How-To's for Holiday Decorating, D 21 
The Human Side (a monthly feature) 
The Impossible Dream? F 38 
Impressions . . . First and Lasting, $ 31 
In the Public Eye (Last Page), N 82 
Instant Italian Cookery (Mrs. 
Mr 22 
Insurance, Mr 34 
Introducing the Ed-Sec, Je 71 


Secretary), 


INVESTING 
Bank Accounts, Mr 35 
Insurance, Mr 34 
Take Stock, Mr 33 
Is Civil Service for You? Ap 30, My 36 
Is It Time to Quit? Ap 26 
It's All in the System, N 38 
It's in the Bag, F 45 


JOB HUNTING 
The Big Job Hunt, $ 28 
Change Your View, $ 25 
Easy Does It with Tests, $ 30 
Impressions . . . First and Lasting, $ 31 
Is It Time to Quit? Ap 26 
Job Market: Happy Hunting Ground, $ 26 
Money Plus, Mr 29 
Pull Out a Plum, Ap 27 
Say, Look Him Over, Ap 27 

Job Market: Happy Hunting Ground, $ 26 


JOBS 
Closeup: The Jobs, F 32 
Is Civil Service for You? Ap 30, My 36 
The Mad Ad World, O 31 
The Right Job for You, Ap 37 
Secretary for Six-Year-Olds, Je 37 

Johnny Carson's Biggest Fan, O 25 

King, Alice Gore: Pull Out a Plu , Ap 27 

Kotick, Sy: Psychology Terms, Je 41 

Krogfoss, Robert B.: On the Side of the Law, 
F 70, Mr 69, Ap 63, My 42, Je 67 

Kurtz, Margoret A.: The Tec-Sec, O 56, N 67, 
Ja 56, Mr 72, Je 66 

The Last Page: Absent but Not Accounted For, 
F 80; Heard but Not Listened To, F 80; 
Back to School, $ 82; The Boss Has His Day, 
©O 74; The Bells Are Ringing, Je 74; 
Business Shapes Up, Mr 74; In the Public 
Eye, N 82; Signed, Sealed, and Delivered? 
Ja 66; Smail-Town Memorabilia, My 74; 
UNICEF Cares, Do You? D 66; A Week-Long 
Show, Starring You, Ap 74 


LEGAL SECRETARIES: On the Side of the Low: 
Bankruptcy, F 70; Estate of the Deceased, 
S 68; The Law Brief, O 55; The Law of 
Contracts, My 42; Special Services, N 65; 
Traffic Court Terminology, Ja 54; Traffic 
Safety, D 56; Troublesome Legal Terms, 
My 42; The Uniform Commercial Code, Mr 
69; What's Your Legal 1Q? Je 67 








LEISURE TIME ACTIVITIES (see also: Let's Go) 
Finding Your Apartment, $ 34 
Getting Acquainted, $ 32 
A Gift of Time, Ap 33 
New Hope for New Year's, D 29 
The Working Girl's Guide: A Non-Poverty 

Program, Mr 33 

Let's Go: Discover America, O 20; Fall Foliage, 
S$ 16; Getting to Canada, F 18; Join Now, Go 
Any Time, Ja 16; Let's Go by Car, My 20; 
Museum Mania, Mr 16; Skiing, D 18; South 
This Winter, N 22; Travel Abroad . . . Vik- 
ing Style. Je 26; Washington, D.C., Expo 67, 
Europe, Ap 14 

let's Talk About: A Measure of Accomplish- 
ment, Mr 42; The Right Job for You, Ap 37; 
Your Interests, Your Job, and You, Je 44 


LETTERS (see: Correspondence) 

look What's Happening to Sweaters, O 36 

Loucks, Catherine: Is It Time to Quit? Ap 26 

lucas, Mary (bank secretary): Secretarial 
Image: Four Reflections, N 27 

The Mad Ad World, O 31 

The Moil Must Go Through (Think It Out!), 
Ap 38 


MALE SECRETARY: For the Record, Ap 23 
Marcus, Stanley (president of Neiman-Marcus), 

The Southwest's Biggest Santa, D 30 
Marketing Terms, Mr 45 


MARRIED SECRETARIES (see Mrs. Secretary) 
A Measure of Accomplishment, Mr 42 
Medical Diary (a monthly feature) 


MEDICAL SECRETARIES: Medical Diary: Good 
Manners, N 64; Handling the Doctor's Wife, 
My 42; Medicol Histories, Ap 61; Medica- 


tions, F 66; The Metric System, D 55; New, 


Medical Specialties, Mr 66; The Non-Paying 
Patient, Ja 55; Office Procedures Manual, 
S 66; Reference Books, O 57; Report on 
Medicare, Je 62 


MEMORY: Practice Makes Pictures, Ja 28 

Merker, Ann M.: Editor's Note, Ap 21, My 23, 
Je 13 

Midyette, Nancy: Mrs. Secretary: The Changing 
Role of the Working Wife, O 30; Day-Care 
Centers Needed, Je 23; The Executive Ap- 
proach, Ja 30; Instant Italian Cookery, Mr 
22 

The Money Game, Mr 25 

Money Plus, Mr 29 

Montreal: C'est Magnifique, F 26 

Mrs. Secretary: The Changing Role of the 
Working Wife, © 30; Day-Care Centers 
Needed, Je 23; The Executive Aporoach, Ja 
30; Instant Italian Cookery, Mr 22 


NATIONAL SECRETARIES ASSOCIATION (IN- 
TERNATIONAL): NSA at Big D, $ 21 

The Natural Look from Nine to Five, $ 42 

Nelson, Herb (secretary to publisher): For 
the Record, Ap 23 

New Hope for New Yeor's, D 29 

News and Views (a monthly feature) 

Notes and Quotes (a monthly feature) 

NSA at Big D, $ 21 

Numbers Count (Ready Reference), Ja 31 

Of Ad Men, O 32 

Of Ad Women, O 33 

Off to the Best Start, $ 35 


OFFICE ACCESSORIES 
On File, Ap 28 
The Orderly Way, $ 40 
People Need Calendars. N 36 
Product Points, O 10, N 17, D 16, F 62, 
Mr 21, My 17, Je 16 
Shopping Spree (a monthly feature) 


OFFICE EQUIPMENT (see: Equipment) 


OFFICE PROBLEMS AND CUSTOMS 
Filed but Not Forgotten (Think It Outl), 
My 31 
Getting Acquainted, $ 32 
The Human Side (a monthly feature) 
Think It Out! (a monthly feature) 


OFFICE RELATIONS 

Getting Acquainted, $ 32 

The Human Side (a monthly feature) 
OGA Copy (a monthly feature) 


OGA 54th INTERNATIONAL CONTEST 
Contest Results, My 38 
Copy and Rules, D 36 
Exhibit, Ja 58 
On File, Ap 28 
On the Side of the Law (a monthly feature) 
The Orderly Way, $ 40 
Outwit Winter Winds, Ja 37 


Pendergast, Connie (Secretary of the Year): 
Secretarial Image: Four Reflections, N 27 

Penny-Wise (Think it Out!), Je 40 

People Need Calendars, N 36 

A Perfect Transcript the First Time, N 48 

The Perfect Valentine, F 48 


PERSONALITY AND ATTITUDE 
The Art of Anticipation, Je 41 
Getting Acquainted, $ 32 
A Good Secretary Is ..., $ 38 
The Impossible Dream? F 38 
Impressions . . . First and Lasting, $ 31 
The Perfect Valentine, F 48 
Secretarial Image: Four Reflections, N 27 
Tune Up Your Telephone Technique, Ja 26 
Use Your Head (Think It Out!), Mr 40 
The World's-Worst-Secretary Game, Ja 34 
Peterson, Esther (Assistant Secretary of Labor 
and Chairman of the Consumer Advisory 
Council): Your Champion in Washington, O 


Practice Makes Pictures, Ja 28 

Printing Terms, D 45 

Printz, Manny: Printing Terms, D 45 

Prior, Regina (secretary to Johnny Carson): 
Johnny Carson's Biggest Fan, O 25 

Product Points, O 10, N 17, D 16, F 62, Mr 
21, My 17, Je 16 

Projections/Program/Performance ‘67, Ja 21 

Psychology Terms, Ja 41 

Pull Out a Plum, Ap 27 

Put It on the Tab (Ready Reference), Mr 32 

Radcliffe, Mary (Arts Council secretary): Sec- 
retarial Image: Four Reflections, N 27 

Rand, Rebecca (secretary in La Jolla): Work- 
ing There, My 30 j 

Ready Reference: The Apostrophe, My 3b; Care 
About Your Commas, N 41; Homonyms, S$ 
43; The Minutiae of Minutes, Je 36; Num- 
bers Count, Ja 31; Put It on the Tab, Mr 
32; Telegrams and Telegraphic Services, 
D 38; When Is a Word Not a Word? F 40, 
Ap 32; Zip Code Map, O 29 

The Right Job for You, Ap 37 

Rosenberg, Lisette: Art Terms, Ap 43 

Run, Do Not Walk, to the Neorest School, $ 61 

A Running Start on Success, Ja 24 

Say, Look Him Over, Ap 27 

Schmidt, Audrey: Awards, Awards, Award:;, 
© 40; 15+ Prerequisites to Success, $ 44; A 
Measure of Accomplishment, Mr 42; A Per- 
fect Transcript the First Time, N 48; The 
Perfect Valentine, F 48; The Right Job for 
You, Ap 37; The Value of Training, Ja 38; 
Your Interest, Your Job, and You, Je 44 


SCHOOL (see also: Training) 
Back to Schoo! {Last Page), $ 82 
Run, Do Not Walk, to the Nearest School, 

S$ 61 

Schroeder, Marilyn (secretary to president of 
Mets): Every Day is Ladies Day at the Bal! 
Park, Je 29 

Schumer, Janet: Call to Order, Je 34 


SECRETARIAL DUTIES 
The Art of Anticipation, Je 41 
Call to Order, Je 34 
Filed but Not Forgotten, My 31 
It's All in the System, N 38 
On File, Ap 28 
Tune Up Your Telephone Technique, Ja 26 
Use Your Head (Think It Out!), Mr 40 
You Alone (Think It Out!), D 34 
You Should Know (Think It Out!l), F 46 
You're Elected (Think It Out!), N 42 
Secretarial Image: Four Reflections, N 27 


SECRETARIAL SKILLS (see: Secretarial Duties; 
Shorthand and Transcription; Typing) 


SECRETARIAL SPECIALS 
Medical Diary (a monthly feature) 
On the Side of the Law (a monthly feature) 
The Tec-Sec (a monthly feature) 

Secretary for Six-Year-Olds, Je 37 

Sewing Up the Budget, Mr 38 

Shades of Fashion, My 32 

Shopping Spree (a monthly feature) 


SHORTHAND TERMS 
Architectural Terms, N 51 
Art Terms, Ap 43 
Atomic Energy Terms, O 43 
Data Processing Terms, My 45, Je 47 
Economics Terms, $ 47 
Geology Terms, F 53 
Marketing Terms, Mr 45 
Printing Terms, D 45 
Psychology Yerms, Ja 41 


SHORTHAND AND TRANSCRIPTION ’ 
Glossary and Vocabulary Booster, $ 74, O 
67, N74, Ap 52, My 59 
Gregg Shorthand Puzzle, N 68, Mr 62, Ap 
64 


OGA Copy (a monthly feature) 
A Perfect Transcript the First Time, N 48 
Transcribing Speed Practice (a monthly fea- 


ture) 
Scavelli, Joan Grubbs: The Art of Anticipo- 
tion, Je 41 


Signed, Sealed, and Delivered? Ja 66 

Small-Town Memorabilia, My 74 

Small Town, USA, My 25 

Smith, Ruth H.: Gregg Shorthand Puzzle, N 68, 
Mr 62, Ap 64 

Snavely, Alice King (secretary to Stanley 
Marcus): The Southwest's Biggest Santa, 
D 30 

Southwest Winter Wardrobe, N 46 

Southwest's Biggest Santa, D 30 

Special Gifts for: Best Friends, D ba; Children, 
D 28; ‘‘Him,"' D 26; Other Men, D 27; 
Other Women, D 25; Teenagers, D 28 

Spread Yourself Thinner, Je 38 

Stalter, Linda: Centennial Canada: Coast-to- 
Coast Party, F 23; Every Day Is Ladies Day 
at the Ball Park, Je 29; Let's Go (a monthly 
feature); Of Ad Women, O 33; The Sovth- 
west's Biggest Santa, D 30; Traveling There, 
My 26 

Stone, Doug: Geology Terms, F 53 

Strong, R. U.: Atomic Energy Terms, O 43 

Sutton, Sally (secretary in ski area): Working 
There, My 28 

Tax and the Single Girl, Mr 37 

The Tec-Sec (a monthly feature) 


TECHNICAL SECRETARY 
The Tec-Sec: Active Office Files, Ap 58; 
Current Aids and References, Je 66; 
Handling Classified Information, Mr 72; 
How to Type Chemical Equations and 
Formulas. O 56, N 67; Hyphenated Com- 
pound Words, F 70; Making Travel Ar- 
rangements, My 42; Number Usage, D 57; 
Research, $ 64; Technical Communications, 
Ja 56 
Telegrams and Telegraphic Services (Ready 
Reference), D 38 


TELEPHONE: Tune Up Your Telephone Tech- 
nique, Ja 26 

Think It Out!: Filed But Not Forgotten, My 31; 
A Good Secretary Is ..., S$ 38; A Little 
Extra Care, O 38; The Mail Must Go Through, 
Ap 38; Penny-Wise, Je 40; Use Your Head, 
Mr 40; The World's Worst Secretary Game, 
Ja 34; You Alone, D 34; You Should Know, 
F 46; You're Elected, N 42 

Time Out, Time In, Ja 36 

Tory, Carol: Conquer Costly Copy Breaks, Ja 
32; Fragrance from Roman Bath to Steno 
Pool, N 45; How to Succeed in Surviving the 
Season Beautifully, D 33; Johnny Carson's 
Biggest Fan, O 25; The Natural Look from 
Nine to Five, $ 42 


TRAINING 
Back to School (Last Page), $ 82 
The Impossible Dream? F 38 
A Measure of Accomplishment, Mr 42 
The Right !ob for You, Ap 37 
Run, Do Not Walk, to the Nearest School, 
S$ 61 
A Running Start on Success, Ja 24 
The Value of Training, Ja 38 
Trans-Canada: Journey Across the Birthday Na- 
tion, F 24 
Transcribing Speed Practice (a monthly feature) 
Traveling There, My 26 


TRAVEL AND VACATION (see also: Let's Go) 

Centennial Canada: Coast to Coast Party, 
F 23 

Expo 67: Fairest of Them All, F 28 

It's in the Bag, F 45 

let's Go (a monthly fecture) 

Making Travel Arrangements, My 42 

Montreal C'est Magnifique, F 26 

Trans-Canada: A Journey Across the Birthday 
Nation, F 24 

Traveling There (Small Town), My 26 


TYPING 

Correction, Correction, Correction N 34 

How to Type Chemical Equations and Form- 
ulas (Tec-Sec), O 56, N 67 

Hyphenated Compound Words (Tec-Sec), F 
70 

Typing Production Test (a monthly feature) 

Typewriting Speed Test (a monthly feature) 


Tune Up Your Telephone Technique, Ja 26 

Typewriting Speed Test {a monthly feature) 

Typing Production Test (a monthly feature) 

The Uncrushables, Je 42 

UNICEF Cares, Do You? D 66 

Urban League Secretarial Training Program: 
A Running Start on Success, Ja 24 

Use Your Head (Think It Out!), Mr 40 


VACATIONS (see: Travel) 
The Value of Training, Ja 38 
Van Olinda, Patricia: How-To's for Holiday 


Abbot, Bob: Some Never Forget, Je 51 

Accept Gracefully, N 61 

Are You Polysyllabicsesquipedalianistic? Mr 51 

Backwards and Downwards with Labor, Ja 43 

Benton, Elizabeth G.: Centuries of Shorthand, 
Mr 48 

Better Late Than Never o Letter, D 41 

Birth of a Nation, My 47 

Blair, Edward: A Rose Is a Rose, F 49 

Boylan, Rowena: Memo to the Boss’ Wife, 
Mr 43 

The Case of the Babbling Bard, O 41, N 53 

Centuries of Shorthand, Mr 48 

Coker, Sandra Lee: Those Capable Creatures— 
Our Bosses, My 49 

Crisci, Elizabeth W.: An Unsec-etarial Secre- 
tary, F 51 

Dean, Henry Allison: The Lunch Hour, $ 49 

DeSoto, Jewel: Subscriber in the Shower, Je 45 

The Difference, Ap 45 

Drew, L.: A Fine-Feathered Tale, Je 49 

A Fine-Feathered Tale, Je 49 

Gatley, Patricia: Look, |! Spilled the Salt, 
Ap 40 

Gay, Kathlyn: Better Late Than Never a Letter, 
D 41 


Decorating, D 21; A Running Start on Suc- 
cess, Ja 24 

Wake Up Bright Eyes, My 34 

Wanted: 10 Beautiful Working Nails, Ap 34 

A Week-Long Show, Starring You, Ap 74 

Welker, Francia M.: The Mad Ad World, O 31; 
Of Ad Men, O 32 

When Is a Word Not a Word? (Ready Refer- 
ence), F 40, Ap 32 

Whitney, Elizabeth: A Gift of Time, Ap 33 

With Visions of Sugarplums, D 32 

Wodraska, Betty (secretary in 
Working There, My 29 


Kentucky) : 


INDEX TO SHORTHAND STORIES 


Gerald, Yvonne: Backwards and Downwards 
with Labor, Ja 43 

Going Places, Ja 45 

Great New Job, F 60 

Griselda, O 45 

Hammel, Barbora: Great New Job, F 60 

Huber, L. J.: Private Secretary, Ap 42 

The Intruder, My 50 

Krumpotick, Jeanette: The Case of the Babbling 
Bard, O 41, N 53 

Let the Bridesmaids Be Angry, Ja 39 

Look, | Spilled the Salt, Ap 40 

Lotz, Anna M.: Not Bread Alone, $ 45 

The Lunch Hour, $ 49 

McClelland, Marshall: Old Managers Never Die, 
F 55 

Medellin, Mary Magdalene: Security Made Me 
a Nervous Wreck, My 43 

Memo to the Boss’ Wife, Mr 43 

Mitchell, L. M.: Griselda, O 45 

Moorman, Corole: The Difference, Ap 45 

Mother of Thanksgiving, N 55 

Neitzel, Neil: Only a Secretary, Ap 41 

Not Bread Alone, $ 45 

Office Ornithology, Mr 50 

Old Managers Never Die, F 55 


Word Teasers (a monthly feature) 

The Working Girl's Guide: A Non-Poverty 
Program, Mr 33 

The Working Girl's Mother Goose, Je 32 

Working There, My 28 

The World's-Worst-Secretary Game, Ja 34 

You Alone, D 34 

You Should Know, F 46 

Your Champion in Washington, O 34 

Your Expandable Paycheck, Mr 30 

Your Interests, Your Job, and You, Je 44 


ZERO DEFECTS: The Impossible Dream? F 38 
Zip Code Map, O 29 


Only a Secretary, Ap 41 

Opsahi, Josephine M.: Are You Polysyllabic- 
sesquipedalianistic? Mr 51; Birth of a Na- 
tion, My 47; Mother of Thanksgiving, N 55; 
Santa, D 39; Stepping Along With Time, 
O 47; Through a Looking Glass, N 49 

Private Secretary, Mr 42 : 

A Rose Is a Rose, F 49 

Rosenberg, Helen M.: Accept Grace‘fully, N 61 

Santa, D 39 

Scanian, George B.: Let the Bridesma'ds Be 
Angry, Ja 39 

Scharmach, Nancy J.: Three Pounds a Fall, 
D 43 

Schraff, A. E.: Going Places, Ja 45; The in- 
truder, My 50 

Security Made Me a Nervous Wreck, My 43 

Some Never Forget, Je 51 

Stepping Along with Time, O 47 

Subscriber in the Shower, Je 45 

Those Capable Creatures—Our Bosses, My 49 

Three Pounds a Fall, D 43 

Through a Looking Glass, N 49 

An Unsecretarial Secretary, F 51 

Wegleben, Elaine Stauffer: Office Ornithology, 
Mr 50 
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